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DEPARTMENT OF GENERAL SERVICES
Record* Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
M°-1454

PACE
NO. XOf 1

Department of Transportation
Motor Vehicle Administration

Customer Service Section

Item
No. Description Retention

i

ACTION COMMITTEE TEAM

Fund raisers, employees projects, employees
activities projects for special events, Bank state-
ments and financial reports

CUSTOMER SERVICE PROGRAM

Representative schedule
Customer assistance
Customer complaints and requests

GENERAL ADMINISTRATIVE FILE

Correspondence, reports, memoranda and miscellaneous
materials which reflect the routine operations of
this office

EXIT INTERVIEW SURVEY FILE

Reports on survey throughout the Branches & Express
Office, quarter reports

CITIZENS ASSISTANCE NETWORK (CAN) GOVERNOR'S PROGRAM

.CAN correspondence, list of State Agencies relating
to the nature of the problem

SAVING BOND DRIVE/UCC CAMPAIGN

Reports, miscellaneous materials, memoranda,
correspondence, coordinators

(Schedule Approved by Deportment,

Agency, or Division Representative

'tin*

Schedule Authori ted Wy

Retain for (3) years,
then destroy.

Retain for (3) years,
then destroy.

Retain for (3) years,
then destroy.

Retain for (2) years,
then destroy.

Retain for (6) months,
then destroy.

Retain for (2) years,
then destroy.

17 M
«>-. v

^L^Jc.
Dot* State Ardilvtat

Edward Seidel MGR, Customer
Service



IN.STRUCJ1 QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8B0-I )

^^>EPARTMENT/ACENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Customer Service Section

AGENCY RECORDS INVENTORY

PAGE 1 OF 6

3. UNIT

Same as #2

DEFINITION-RECORD SERIES-A O R O U P O r RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR
REFERENCE AS »ELL AS RETENTION AND DISPOSITION PURPOSES •_

4. RECORD SERIES TITLE

ACTION COMMITTEE TEAM

5. EARLIEST YEAR/LATEST YEAR

1988 TO 1992

6. RECORD SERIES DESCRIPTION /8Rllrri-r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

Fund raisers, employees projects, employees activities projects for special
events, bank statements and financial reports.

7. BECORD SERIES FORMAT(S)

WLETTER SIZE • MICROFILM

° LEGAL SIZE O COMPUTER TAPE

^BoUND BOOK ^FLOPPY DISK

D AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

(^ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1/2

& FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S)

NUMBER Q oTHERfspEcpYJ

10. ANNUAL ACCUMULATION
)(FILE DRAWER( S)

1 / 2 n MICROFILM REEL(S)
RtnaSETT D COMPUTER TAPE(S)

. D QfTHFPlRPFriFyl

i II- FILE IS USED

Q DAILY X WEEKLY O MONTHLY

12 * FU.E BECOMES INACTIVE AFTER

D MONTH(S) ^YtMR(S)

13. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

MVA
2nd Floor, Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOEKCY OR OFFICE)
O YES X NO

IS. ACCESS RESTRICTIONS a YES )( NO
(IF YES, CITE LAB(S) a RBOULATION(S)

16. AUDIT REQUIREMENTS

j^NONE U STATE • FEDERAL P INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|P YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE )

18.

YES NO

^ ^
/Li

RECOMMENDED RETENXioNv *,

J: ClSvlr
Three (3J yea r s

15? 1

IB. NAME AND TITLE OF PREPARER
Carole A. Sh.ipley,Asst. Director

I />.W?- fj \_<

2 I . DATE

-L-s-M-fJ-
s~f*

D G S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCT!QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
[a^ 980 -1 )

I^^EFARTMENT/AGENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Customer Service Section

AGENCY RECORDS INVENTORY

PACE 2 OF 6

3. UNIT

Same as #2

DEFINITION-RECORD SERIES-
A GROUP OF RKLATEO RECORDS NORMALLY Ft LSD AND USED Al A UNIT FOR
H»FtREWCt AS »EU- A» HBTBNTIOW AND OIHPOB1TfP" FtJHFOBEB

4. RECORD SERIES TITLE

CUSTOMER SERVICE PROGRAM

5. EARLIEST YEAR/LATEST YEAR

•) qa7 TO present

BRIKPLY DUCRIBB THE TYPES OW INPORMATtON/DOCUMENTS/PORMS FOUND
«. RECORD SERIES DESCRIPTION (^ ^ S E R, E S. INCLUDE THE PURPOSE OR FUNCTION OF THE BBP1ES

Representative schedule
Customer Assistance
Customer complaints and requests

7. RECORD SERIES FORMAT(S)

' V LETTER SIZE • MICROFILM

I^EGAL SIZE D COMPUTER TAPE

INBOUND BOOK M FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

y ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME
// JtFILE DRAWER(S)
1/2^ ° MICROFILM REELREEL(S)

Q COMPUTER TAPE(S)
N U M B B * O OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
l/ ^FILE DRAWER(S)

&'f£_ a MICROFILM REEL(S)
NuHbtftt a COMPUTER TAPE(S;

• QTHFP(fiPFriFV]

II . FILE IS USED

ft DAILY • WEEKLY O MONTHLY

12• FILE BECOMES INACTIVE AFTER
D MONTH(S) ^YEAR(S;

13. CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)
MVA
2nd Floor, Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IP YES, SPECIFY AOEKCY OR OFFICE)

a YES KNO

15. ACCESS RESTRICTIONS G YES J^HO
(IF YES, CITE LAB|S) A REOULATION(S)

16. AUDIT REQUIREMENTS

J^NONS D STATE D FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YEB.E>J>LAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

jf YES D NO

sJ&W:A>£

18. RECOMMENDED RETENTION

Three (3) years

" r
19. NAME AND TITLE OF PREPARER

:aro^e-, A. Shipley., Aas£>. Director
20. TELEPHONE NUMBER 2 1. DATE

y -7
DGS 55 0-4 (REVISED 2/87)



INSTRUCTIONS- - TYPE OR PR I ITT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
^TCS 880 - I )

^^^>EFARTMENT/AGENCY

Motor Vehicle Administration

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Customer Service Section

AGENCY RECORDS INVENTOR'

PAGE OF

3. UNIT

Same as #2

DEFINITION-RECORD SERIES A GROUP OF RKUATED RECORDS NORMALLY FILED AND USED A« A UNIT FOR

REPCRENCC AS »ELL AM RETENTION AND DISPOSITION PUR

4. RECORD SERIES TITLE

GENERAL ADMINISTRATIVE FILE

5. EARLIEST YEAH/LATEST YEAR

1 qR7 TO 1 QQO

| 0. RECORD SERIES DESCRIPTION (
BRIEFLY DESCRIBE THE TYPES OF" INPORMATI ON/DOCUMENTS/FORMS POUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SEP/tES

Correspondence, reports, memoranda and miscellaneous materials which reflect
the routine operations of this office.

7. RECORD SERIES FORMAT(S)

Y LETTER SIZE ° MICROFILM

^^EGAL SIZE O COMPUTER TAPE

^^OUND BOOK ^FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

}t ALPHABET1CAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY]

! I! • FILE IS USED

% DAILY • WEEKLY D MONTHLY

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
MVA
2nd Floor, Room 209

15. ACCESS RESTRICTIONS Q YES X N O

(IP YES, CITE LAW(s) * RBQULATION(S)

17. IS AN INDEX SYSTEM USED? {IP YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBAREVSOFTWARE)

/(YES O NO

'V
19. NAME AND TITLE O F PREPARER

:arole A. Shipley,Asst, Director

9. VOLUME

K
Q

a
NUMBER a

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER{SPECIFYJ

10. ANNUAL ACCUMULATION

NUMBET

K
n

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)

1 2 • FILE BECOMES INACTIVE AFTER
• MONTH(S) J^YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AGENCY OR OFFICE)

• YES J^NO

1 6 . AUDIT REQUIREMENTS

X^NONE O STATE O FEDERAL B INDEPENDENT

\
I 8. RECOMMENDED^ E ^ 5 ? B ^ B £ \

\
Thrqe (3) years,k, •,,

(;.-.;"••'

20. TELEPHONE NUMBER 2 1. DATE

St-'? *

DOS 55 0-4 ( FIEVISED. 2/87 )



IHSTRUCTJQMS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580 -I )

r PARTMENT/AGENCY
otor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION
Customer Service SEction

AGENCY RECORDS INVENTORY

PACE 4 OF 6

3. UNIT
Same as #2

DEFINITION-RECORD SERIES-A O R O U P O F M L A T B D RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS K U A» RBTHNTIOW AND DISPOSITION ruRPBBEg •__

4. RECORD SERIES TITLE
EXIT INTERVIEW SURVEY FILE

S. EARLIEST YEAR/LATEST YEAR
1990 TO 1991

| 0. RECORD SERIES DESCRIPTION /BRIIIFl-Y DIBCBIBE THE TYPES OF" INPORMATION/DOCUMENTB/PORMB POUND
•IN THE SERIES INCLUDB THE PURPOSE OR FUNCTION OF THE BURIESJ

Reports on survey throughout the Branches and Express Office, Quarter reports

7. RECORD SERIES FORMAT(S)

VLETTEH SIZE D MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

^B»UND BOOK O FLOPPY DISK

• AUDIO TAPE A VIDEO TAPE

• OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

/(FILE DRAWER(S)
Uq B MICROFILM REEL(S)
'&~ D COMPUTER TAPE ( S )

D OTHER(SPECIFY)NUMBER

1 0 . ANNUAL ACCUMULATION

»/ ^ F I L E DRAWER(S)
jpL~ a MICROFILM REEL(S]

RUHBBS* D COMPUTER TAPE(S)
D orrwFWf sprr I F V 1

II . FILE IS USED

• DAILY WEEKLY • MONTHLY

12 • FILE BECOMES INACTIVE AFTER
• MONTH(S) J$ YEAR(S)

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM)
MVA
2nd Floor, Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF VCSL, SPECIFY AOEKCY OR OFFICE)

a YES /jr NO

IS. ACCESS RESTRICTIONS a YES V NO
(IF YES, CITE LAW(B) a RKGULATION(S)

16. AUDIT REQUIREMENTS

^ NONE D STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED* (|p YES.KXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

D YES NO

18. RECOMMENDED RETENTION

Two (2) years

„• ; » > » ' • • . . •

19. NAME AND TITLE OF PREPAREH
irole A. Shipley, A.sst.Director

/.?-it/Vv / / &
^7S

2 0 . TELEPHONE NUMBER

•^/>- 7A-^rs

2 1 . DATE

&'J26-?^?

DGS 550-4 (REVISED 2/87)



•
INSTRUCT!QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{^tt 8 B 0 - 1 )

I^^EFARTMENT/AGENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Customer Service Section

AGENCY RECORDS INVENTOR';

PACE J5 OF 6_

3. UNIT

Same as #2

DEFINITION-RECORD SERIES
A GROUP Or RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE Al HELL AS RETENTION AND DISPOSITION PUBFQBE1I

4. RECORD SERIES TITLE

CITIZENS ASSISTANCE NETWORK (CAN) GOVERNOR'S PROGRAM

8. EARLIEST YEAR/LATEST YEAR

1989 TO 1991

I ». RECORD SERIES DESCRIPTION 1*""™ " • « " • « ™ * ™ " " Or INFORWATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

CAN correspondence, list of State Agencies relating to the nature of the problem

7. RECORD SERIES FORMAT(S)

^LETTER SIZE ° MICROFILM

0^:GAL SIZE a COMPUTER TAPE

I^foUND BOOK B FLOPPY DISK

D AUDIO TAPE j^ VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^^ALPHABETICAL

• NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

*

/ ( F I L E DRAWER(S)
• MICROFILM REEL(S;
D COMPUTER TAPE(S)

NUMBER D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

(/&*,***«/)( FILE DRAWER(S)
Q MICROFILM REEL(S)

NUMBER
 a COMPUTER TAPE(S)

O OTTHrP( g P F n FV )

It . FILE I S USED

• DAILY ^WEEKLY • MONTHLY

I Z . BECOMES INACTIVE AFTER
JfMONTH(S) D YEAR(S]

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
MVA

2nd Floor, Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET
{IF YES. SPECIFY AOEKCY OR OFFICE)

o YES /(NO

IS. ACCESS RESTRICTIONS • YES J^NO
(IF YES, CITE LAW(S) & RBQULATION(S)

16. AUDIT REQUIREMENTS

/tf NONE D STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF Y E B . E > 7 1 > I N
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

18. RECOMMENDED RETENTION

Six (6) months
YES O NO

l/u&,
19. NAME AND TITLE OF PREPARES
:arole A. Shipley.-, Asst.Director

DGS 5 5 0
/ ,'7<

•4 (REVISED 2/8 7 )



I If<STRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(US S80 • I )

t "^DEFARTMENT/ AGENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 207B4

2. DIVISION

Customer Service Section

AGENCY RECORDS INVENTORY

PACE 6 OF

3. UNIT

Same as #2

DEFINITION-RECORD SERIES-
ULATEO RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR

A GROUP or
•HtmiEHCr AS WgLl- A« RETENTION AND PIMPOSITION FUR

4. RECORD SERIES TITLE

SAVING BOND DRIVE/UCC CAMPAIGN

8. EARLIEST YEAR/LAXEST YEAR

I e. RECORD SERIES DESCRIPTION {
BRIIPLV DESCRIBE THE TYPES OF* INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BBFtEB

Reports, miscellaneous materials, memoranda, correspondence, coordinators

7. RECORD SERIES FORMAT(S)

V LETTER SIZE D MICROFILM

~~ GAL SIZE O COMPUTER TAPE

BOOK y^FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

V ALPHABETICAL

A
• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

II . FILE IS USED

• DAILY B WEEKLY

13. CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM)

15. ACCESS RESTRICTIONS • YES J^ NO
(IP YES, CITE LAV(s) A RBOULATION(|> N ( S )

9 . VOLUME
tfjl. J ^ F I L E DRAWER(S)
^ • MICROFILM REEL(Sj

.. Q COMPUTER TAPE(S)
H U M B E I* 0 OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

rfa ^ F I L E DRAWER(S)
' • MICROFILM REEL(S]

RGRSBIT a COMPUTER TAPE(S)

l z ' FILE ICOMES INACTIVE AFTER

X M O N T H ( S ) D YEAR(S]

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AGENCY OR OFFICE)
• YES jjf NO

\
16. AUDIT REQUIREMENTS

'-"'-I
V N O N E D STATE 4yO •F^pERAL|VD'^j4^?>END5NT

1 7 . I S A N I N D E X S Y S T E M U S E D ? ( I F Y K B . E X P L A I N

BRIEFLY AND DESCRIBE ANY HABDBARE/SOFTWARE)

X
18. RECOMMENDED REtENTION

YES • NO

l/mM OM^

19. NAME AND TITLE OF PREPARER

:arole A. Shipley,Asst..Director
s ' • . j>r i / • / . . . - .

20. TELEPHONE NUMBER 21. DATE

T).
DCS 55 0-4 (REVISEDV2/8 7)


